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This Section of the manual discusses Lead Agency Information. It explains how to add,
verify, and update Lead Agency and County Contact Information. 

The name and address of the Lead Agency will automatically be displayed in the County
Information section.  Counties cannot update this information.  Only ADP has the authority
to update Lead Agency information.  If the information displayed is incorrect, please
contact your ADP analyst.

You may review and update the Contact Information by editing existing information. To
edit existing information follow these steps:

1. Log on to the SRIS.

2. Click on the County Information link in the left hand navigation bar. The County
Information page will be displayed. See figure 2.1.
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3. Click the radio button next to the name of the contact person you wish to review.

4. Click on the UPDATE CONTACT button located at the bottom of the County
Information page. Figure 2.2 is the UPDATE CONTACT button.
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Figure 2.2:
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Button.

Figure 2.1:
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5. Update the necessary contact information on the View/Update Contact Information page
and click the SUBMIT button to save the new data. Figure 2.3 displays the View/Update
Contact Information page.

County users may also add new contacts from the Update Contact Information.

1. Log on to the SRIS.

2. Click on the County Information link in the left hand navigation bar. The County
Information page will be displayed. See figure 2.4.
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3. Click ADD NEW CONTACT button. The Add Lead Agency Contact page is displayed.
Figure 2.5 is the ADD NEW CONTACT button.

4. Choose from the User Name box, and click the SUBMIT button.  This will open the
Update Contact Information page. Figure 2.6 is the Add Lead Agency Contact page.
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County users can go to the Update Contact Information page to enter or update Contact
Information, Lead Agency Roles, and Financial Status Report Approver Level.

1. Log on to the SRIS.

2. Click on the County Information link in the left hand navigation bar.

3. Click the radio button next to the name of the contact you wish to review.

4. Click on the UPDATE CONTACT button located at the bottom of the County
Information page.

5. Update the necessary contact information on the View/Update Contact Information page
and click the SUBMIT button to save the new data. Figure 2.7 is the View/Update Contact
Information page.
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6. Check the box(es) that represents the type of information the contact is responsible for.
Counties may have more than one contact for each role and contacts can have multiple
roles. See Figure 2.8.
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7. For a county contact that is a Financial Status Report Approver Level 1 or Level 2,
check the appropriate box and enter an effective-from date.  The effective-from date must
be later than 5-1-01, and must be before the effective-through date. See figure 2.9
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8. Click the SUBMIT button.  The Contact Information page is re-displayed with updated
contact information.

18Department of Alcohol and Drug Programs

Figure 2.9:
Financial Status
Report
Approver Level
Designations.

Note: 
The approver cannot set the Financial Status Report Approver Level 1 and Level 2
designations.  Any other county user with a Username and Password can designate the
approver as either Level 1 and/or 2. To end a user’s approver rights, enter a through-
date that is on or after the date you wish to end approver’s rights.




